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miC2 COTKOITT FIL" 

Sisei *»• x 6" 
Dates* 195U - -
Quantity* I cubic foot 
F i l e Arraneesmt* Alphabetical byoxwedity 
Annual Accumulation: Trr.s than -4 cubic foot 

The Price Ccrrscxlity F i le i s e card f i l e l i s t inr prices paid for 
ooch corrtsritty purchased by the County. Postings are sado frcn f i l e 
copies of Purchase Orders. Entries ere Bods in chronological order 
of purchase, an-! shew nans of cearsoiity, date of purchase. Purchase 
Order nanber, vendor, description or ccrssodity, quantity purchased, 
unit net price, and anoint, rise f i l e has a loi*>r&nro value as a 
tool for the analysis of bids and for budgetary purposes. 

RSXMmunoii RETAIN its m SIRS AFBB DAIS or LAS? WKBB a 
CARD AJT5 TRSH CB9BB8QT* 

Pom « o . i 23 P it G 
Site 1 i f x 
Dates* 195G - -
Quantity 1 26 cubic feet 
F i le Arranfjeasnt* Alphabetical by vendor 
Annual Accumulation t 6 cubic feet 
Disposable Anounl* 11 cubic feet 

A pronursbered, printed fear: i s prepared for a l l purchases aadc by 



tha County OoMtfltfttMTi of Anno /.r-saicl County. Tho foms ore 
prepared in six copies as follows: 

1. '.Mtet -ant to vendor end returned fey bin vith invoices. 
finally |*©os to 1ir^nco r&psrteicnt vhoro i t i s 
attached to a vouchor. 

2. Tollcra t 9Mt to vendor and retained by hit. 
3. Pink* Filed by tho Purchasinr Pu, 11wtt l in cumrical 

order. 
li, Goldsnrcdt Filed by the Parchasin? T^pertncnt alphaboii-

caller fcy venter > vith attachncnts. (5GO bolcrv}. 
5. Green: Attached to the first copy cf the recpicitiott, 

E?T& to tho Finance Departeicnt and finally 
attached to a vouchor. 

6. Vihita s Sent to stock rcon and there used to acco<.:nt for 
receipt of order, finally this eo;iy is scat to 
tho Finance V«parbncnt and attached to a vouchor. 

Entries s!wxr serial washer, mara, anS address or vendor, noas and 
address of place of delivery, date, final aolpplnr: fete, rsstliod of 
shiposnt, departnsnt ordering, requisition number, account ms-fcer, 
f^3cripticn of rood, instructions to motor* end oi^nsturo of 
purchasing asset. 

Attachments to the i;th cop;* include con^espceideneo, price l ists , 
notices of correction, notices of cancellation, recfuasts for cuota-
tlcn (roras 23-? ft S-oa)> find tabulations oi bids (Fern P1D5). 

Contracts for ccntinuin- services are filed in the Contracts Tile 
kept by the Clark to tha ioard oi Count*/ Cc^isaioncriji. Information 
of lea; ranrr? value on prices i s extracted and nested to tho Price 
ctmodity 1 H i . 

i^jrinnin: in 15S6 the Purchase Order File includes Special Purchase; 
Orders. Tnc Purchass Orricr VL\n also includes the fcdlovln,-
8octi.cn;.: 

1. Bids Avarded by Purchase Order Fil*>t I'-ntains pinl: copy 
cf Psrehase Oroor, corresjondonco, MM0nB&*« nalr: 
literature, registered raail tickets, copier; of advertisc-
cs?nts Mttng for bids, and the bids received. 

f . Infomsl I iris: Contains pinl: c oy or Purchase Crdcr end 
a printed Lee r ed Bid forrs. !SMs fora a;uws telephone 
nu-TJcr, daU:, rcr.7uisd.tion nur*cer, statcac-nt cf terns for 
bide, tjescription, quantity, univ, uni-- pa*ica and •swunt 
of supplies and/or aervicos, FCO destination, period cf 
delivery, discount terns, nano, cd-iress ani phone nunber 
of fir--., an 3 oij-naUa<c of f i m rere^ssentotivu. 

3* i-c3?ctcd bidai Contains ccrrospcndsnco, requests lor 
quotations, pries l i sts , eiv:. other papers concerning bids 
vherc no msir-d was cede to any tiexfjr• 

http://8octi.cn
http://rcr.7uisd.ti


Tho recoaRta^laticn ielov applies only to the copies retained by the 
Purchasing Department. 

wbcmmmm* ES&XM we UKSS TSAKS ak> ?a7,3 osr&or. 

Siaot 6§" x 11* 
Dates i 1?53 - 1S#S 
Qu&atityt a cubic feet 
F i le Arrangement: Alphabetical by vender 
niapos.tl© Amount: 1 cubic foot 

Special purchase orders are used for ss&all purchases up to C 2^.00. 
They are prepared in f i ve copies as fo l io .at 

1, White i £©nt to vender and retained by hia 
2m Elusi r ent t e vendor, returned by hi1? v i th irrvoi es , 

sent to Finance Tepartaent end attached te voucher 
3* Pink: BWt to the Finance PepartR^nt and f i l ed by him. 
Li. Green: Filed by the Parchasin?T ^eparfcsmt. 
£• Tellovj retained by the eVjpartasnt of County ncrvemnsnt 

waking the requisition. 

Entries shew M i of eepartctcnt, serial ( in series by depart-
want), name and address of vendor* date, quantity, description end 
unit price of material, deacriptien of worfc to be done with material, 
dato wanted, ei*3«.tnro of parson ordering, aa:i cciaiter—signature of 
Parchasin- Agent. 

be^i!win?i in 1956 the Purchasing Depertspnt*s copies hare been 
integrated with the Purchase Orders t i l e . 

*he recoaitandfttion belov applies caly to copies retainad by the 
Purchasing bepartaast. 

BECOftcaBATzaii KN-AI?: rai mzz XEAT̂ > ASP nurxxz. 

Fera KC. * 23-P L S-7 
Siso: 6|« T 21" 
Datec: ISA - -
Quantity: 3 cutic feet 
Fi le Arran^^ofSGait* by Deparbaont and then by Requisition laraber 
Annual Accunulationx 1 cubic foot 

Purchase Inquisitions ere prapare^ by dcparta?nts o county novom-
nent and sent te the Purchasing; '»ercrta8nt for approrai an:' in i t i a 
tion of Purchase Orders. The Purchase heqalsiticns are completed 
in tr ipl icate as folio?-.-: 



1. Wallet Seat with f i f th cop-' of Purchase Crder to the 
Finance DostrtMOt f o r coat conptttiir; and account
i n g end f i l ed there* 

2. Yellowi Filed in the Purchasing Department vith rour-h 
notes. correspondence, end copies of Purchase 
Orders *4wn a^arcs are spl i t* 

3. Pinki Hetaincd by department ini t iat ing tho order. 

Lntrios saou awae of departacnt, date, place and date of delivery, 
requisition mnber, account chargeable, description or foods, 
quantity, prices. Purchase Order naaber, voucher number, total cast, 
authorized signature approving or disapproving requisition, and 
aignsd certification of head of department. 

Tlrs rocosRcadation belo* applies only to copies retained by the 
Purchasing r«w»rtaecnt. 

:^2Co^r.saiTi'J5t RBTeXV VOR mm TSARS MD m HB&XBCr. 

Bates* 1956 - -
Osmtityt i eobic foot 
F i le Arrsnneaent: fhrc?iolo~ieal 
Annual /ecxcgulaticm | cubic foot 

This fom Is sent to the Purchaainr* Department firtnt the Stock Soon 
as an inforastien report on orders received. In addition to in-
foraaticn on deliveries tho fore contains the sano inferwatien 
appearinj* on the ccrrespondln: Purchase Order. Another copy cf 
each report i s maintained in the Stock ftMK* The Purchases- Denart-
MOt copy la used to post to tho Keyister of Purchase Orcere. 

KXCTOTATIOJII m u x ra: SBSE TEASS « D mx PBSBNBX* 


